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HIRPOSE OF MANUAL

. This manual describes a form for the evaluation of students
while in training and provides the spsciiic information nacessery
for its use as s basic tool in the system of training evaluation,

The system makes explicit recognition of the division of
responaibility betwesn Training Staffs and the Asssssment and
Evalvation Staff, Ths formsr determine what is taught, how it
is sub-divided for evaluation purposes, and the importance of
sach sub=division in arriving at an overall evaluation. The
lattser is responsibls for the measuremsnt aspects of all evalua-
tions and the determination of which pesrsonality traits or atti-
tudes are feasible of msasurement in a partiouler situation.

The manusl is divided into two parts. Part I is a general
discussion of the training evaluvation system and the prineciples
followed in its development; FPart II contains the spseifie inatruc~
tions for completing a form which is to be utilized as a basie
instrument in all courses vhere evaluation is conducted,
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Fart X
GENERAL

A. Furmoge of the Form

1, The primary purposs of a training evaluation form is to provide a
report to students! supsrvisors of what the student lsarned end how well he
learnsd it. A subsidiary, although still major purpose, is to provide in-
formation useful for assignment arl caresr msnsgemsnt purposes. In the light
of thie duel purpose, the form has besn designed 1o obtain reports on the
Inmowledge and skills taught as spacific goals of the course and whatever
is made for collection of incidental obssrvations which, whils not of value
when reported in a single course, may assums vealus when added to information
obtained from other courses or job psrformance. The form is pot designed as
& personnal action instrumsnt, but as a means of recording and transmitting
inforuation which, when integrated with other information, will aid in deal=~

ing wisely with the individual,

2, Several specific prineiples were kept in mind in designing the pro-
cadure and form. The procsdure is aimed at obtaining an integrated pieture
of the individual over his entire training period., The form permits flexi-
bility both in terms of what knowledgs and skills are taught and what may be
obssrved, Changes can be mede in ths course emphasis without altering the
form, -The prineipls is emphasized that only what can be observed or measured
should ba reported, Ratings are obtained only when situations permit the
necsssary kind of observation., Questions on matters of importance for which
systematic observation is not possible are insluded to pick up accounts of
significant incidents that are obssrved, Where incidental observations of
perscnality traits are recorded, instrustione eall for only those that really
characterize the student in an outstanding manner.

- 3. In recording the information an effort has bsen. made to make it as
aexplieit as possible to aid in meaningful interpretation. Instructors?
evaluations and judgmsnts are distinpuished from facts such as objectivs
tast scores or other numerical measurss. The fast of the stujentis stand-
ing in relation to course standards is distinguished from the svaluation of
his performanes in terms of his normal competitive group; e.g., taking into
account his age, experience in CIA, grade, and type of carser. There 1s also
a distinetion made between what is aystematically taught and what is inci-
dentally cbserved. Finally, there are distinctions made among knovledgs,

' skills, and other characteristies which are reportad.

Gsneral Frogedurs

1. The forms will be completed partly by the Assessment and Evaluation
Staff and partly by the instructional starf,
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2, Identifying information and objective seores will be entered on the
forms by the Assssement and Evaluation Staff in the early part of the course
prior to turning them over to the instructionsl staff for completion, The
ooupletsd evaluation will be signed by the chief instructor or a mepbar of
the instructional staff designated by him, and returned to the Assessment
and Bvaluation Staff for transmission to appropriate offioss. The seocond
part of this manual provides speecific information and directions to guide

instruetors in using the form,
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‘1o Purpose: To provide nemasary identifying information about the
student and his courso atiendance reoord. :

2, A/E responsibility: To secure the necessary identifying informe-
tion from the Registrar snd (with the excsption of absences) to complete this
section of the report prior to the énd of the courss but before turning the
report forms over to the chief instructor.

3. Instructora? responsibility: To enter the number of sbssnces to the -
nearest half-day; e.g., 2 1/2,

MMM&L@A&M tudes

1. Purpose: To record obaervations of any outstanding incident whish
may be of significance from a carser point of view, Thia section consiats of
sovoral qusstions having important implications but for which the conditions
of & particwlar course do not provide a basis for making fine distinctions.
These questions call only for a "Yes" or "No" answer. In each case the "Yes"
ansusr is the one having posaible sigAificance, and a brief description of
the type of behavior cbssrved should be given in such cases. The first five
of these qusstions concern incidents which may have gegative implications for
& student’s carser potential, while the last (F.) asks for any outstanding
traitl or characteristic, whether favorable, neutral, or unfavorable. Mention
of characteristics ranging from a very specific irritating habit to a tem-
peramental disposition would be appropriate here., “Yas® answers will be rare
vhore there is limited opportunity for obssrvation.

2. Instruetors’ responsibility:. , .
' 8, To encircle “Yea" or "No® as appropriate for each question.
bo To give a brief dsscription of the bahavior ocbserved as
~ the basliz for each "Wes"” answer. _

Note: Ths appropriats training official should insure that each
instructor perticipate in the answering of the questions. Note further .
that for Questions A through E, bsing baged on specific observation, it
is not neceseary for instruciors to agres for the questions to be answered
"Yes." Thus, cbservation on the part of any one instructor should be
indicatsd by a "Yes" ansuer, Explanation of “Yes" answers should in-
clude the number of incidents upon which the answer is baged.
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Co Ssetion III; Koowlsdge

1. Purpose: To provide both relative numerical standings and instructors?
evaluation of the degres of mastery of course content. The relative standing,
which is based upon exemination, reports, and other numsrical grades, will be
"in terms of osntiles, A csntile score tells what percent of pscple in a group
an individual exceeds, For example, a centile score of 75 msans that the
student!s soore is better than thoss of 75% of ths group with which he is
being compared. The evaluation, which is in terms of & "superior-excellent-
satisfactory-poor-failure® scale, is a Judgment based upon all information:
toot soores, interviews, impressions based upon cless participation, qte,
This ovaluation is therefore broader than ths centile standing, and may not
sorrespond to it in every cass. Oversll academic svaluations are also in-
cluded in this saction: ovarall standing, combining all the test scores and

- othsr nuinerical data, and an overell evaluation mede by the instructors.

2, Instruetors? responsibilities:

, a. To notify A/E at the beginning of the courss of the list
~of topies or courss components for which separate grades will be
. given, and the relative weight to be assigned to each. .

~ bs To supply A/E with numerical test scores for each topic
- or componant of the course as soon as it is feasible after tests
havé bean scored, ‘ o
¢. To write in the “Instructors’ Rating," using the abbre-

viations "Sup,” "Bx,® "Sat," "Foor,® “Fail" for the corresponding
scale categories, :

3. A/E responsibilities: :
8. To oomplete the column headed "Centile Standing." _
- 'b, To indicate the number of students and number of classes
upon which the centile standings are based, ‘ :
¢. To furnish instructors information ooncerning the dis-
tribution and level of ability of a partiocular class to permit cali-
bration of the evaluation scele from class to olass. This
informs tion will be supplied as soon as it is accumulated.

1. Furpose: , : _

- a8, To record information concerning skills obeerved during
thoe cowrse. Evaluations will be by instructors and/or students.
Instructors? ratings mey be bassd on cowse instruetion or inei-
dontal observations, The "Course Instruction® column will be usad
to report ratings on skills which are specifically intended to be
an outcoms of the course. Numsrical grades and evaluations will be
made for thsse, The "Incidental Observation" eolumm will be used
to reoport evaluations ("Supsrior,® "Excollent," etc.) of skills
which may be observed for every student in a class, but which are
not part of ths goals of the courss. A skill should bs rated for
2yexy student in a class if rated for anyons, whether it be judgsd
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as "Course Instzuction” or as “Incidentel Obssrvetion.®

b, Skills to bs ratsed under "Courss Instruction®™ will be
determined by A/E after conferencss with instructors. These ocon-
farencss normally will be held prior to the bsgimming of the course.
Two gkills with some possibility of baing observed in most courses
are listet on the form. o : '

&, Assoclate retings of skills will be in tarms of centile
standing. Skills to be rated by associates will be determined by
the A/E Staff, ' _

d, The group used as the basis for centils scores will bs en~

‘terad by A/E,

2, Instructors?! responsibilities: . ' '
&. To inform A/E of the skills to be rated on the basis of
%"Course Instruction,®
b, To. eonsuli with A/E to determins what skills will be rated
on the basid of Incidental observations. _
. 7To enter ratings of skills that are svaluated.

3. A/E responaibilitisa: g
a. To determine the skills to be rated by associates.
b. To decide after conference with instructional staff, skills
{0 be ratsad by Instructors on basis of ineidental observation.
¢, To doviss procedures for cbtaining ratings.
do To enter centile stendings,

1. FPurpose: To accumlats information concerning rarsonality traits and
attitudes vhich may bs useful in eareer planning, _

2, Inatructors! responsibility: '
&, Administer or complste rating forms which will bs provided
by A/E when ratings are to be made. R

3., A/E responsibilities: . o ‘
a. To detormine the traits or attitudes, if any, to be rated in
‘each ocourse and provide procedures for cbtaining them,
b, To enter centile scores.

F. Gection VI: Adjusted Oversll Evalvation

1, FPurpose: To provide for an overall evaluation of the student's per-
formanos by the instructors, based on all of the information available from
both formal evaluations throughout the course and informal obssrvations of the
student. This evaluatior should permit the consumer to evaluate the student
in respesct to his normal competitive group, i.e., to takes intc account his age,
Agency experienos, grade, and general area of work.
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2, Instructors? responsibilities:

a, %o dotermine an overalld ra.ting for each student and enter
it on the form, , ,

3. AfB responsibility: None,
e _

1. Purposes
interest in interpreting the evaluation of the studsnt,
may not conesrn extenvating eircumstenocss.
unless there is available importent information pot already reported.

Explain any faotors not reportsd elsewhsre which may be of

The informetion may or
This section should be left blank

P
e
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Section IV. Skills

Instructor’'s Evaluation Based On:

Skill Course Instruction Incidental Observation Associates’ Evaluation
Centilel
Standing Bating Rating Centile2 Standing

Ability to write reports

Facility in oral expression

Other:

1'Based on 2'Based on:

Section V. Attitudes and Personality Traits

Explanation: The distribution
for the instructors’

of scores for the class is shown for each trait or attitude rated, Red X's are

ratings, black X's are for associates’ ratings. The student’s mark is circled.

Trait or Attitude RATING: Failure Poor Satisfactory Excellent Superior

Section VI. Adjusted Overall Evaluation
Directions: In terms of all factors observed during the course end taking into account this person’s age,
experience in Agency, grade, and general area of work, indicate, by placing an X in the appropriate box,

your judgment of his performance in the course.

1. He was inadequate in his performance . .. e e e e e e e s
2. He was barely adequate in his performance and performed acceptably only

in a limited range of assignments ... . e e e e e s e e e e e
3. He performed acceptably, but was barely adequate in some respects ..
4. He was a typically effective student who performed in a competent,

dependable manner . . . . . . e
5. He performed at a high level of competence . . . . . . e e e e e e e
6. He performed at an extremely high level that only a few students have

surpassed . . . 4 4 4 v s s e w4 e s s s e e s e n e e e s eee e e e

7. He performed at a level of competence that excelled all other students
who have taken this course . . . .

Section VII. Comments

Report here general information, extenuating circumstances, or recommendations not included elsewhere in

this report:

(If more space is needed attach standard size sheet. )

Chief Instructor
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TRAINING EVALUATION

This evaluation is 'ased on a course of ____weeks duration in which there were ___ students. In inter-
preting evaluations, the amount of opportunity for observation of individual students should be considered.
This evaluation should not be used as a sole or even major basis for action. It is primarily intended to
furnish information on how well the student learned the subject matter or skills taught. Secondarily,
incidental observations of interest are reported. These have significance only as they are related to other
information. Unless otherwise stated, performance is evaluated in terms of standards set by the instructors
or in relationship to performance of those who have or who are teking the course. The evaluation is without
regard to pesition, grade, or length of service in the Agency. These factors must be taken into account in
interpreting the report.

Section I: Identifying Information

Name: Course mnd Inclusive Dates:
Date of Birth: E.Q.D: Grade or Rank: Days Absent:
Position: Office:

Section II: Observations of Attitudes or Behavioral Characteristics.
Directions: For each of the following, please circle the appropriate response.

A, Did you observe any incidents that sug- the course? Yes No
gested this person lacked motivation E. Did you observe any incidents in which
for an Agency career? Yes No this student interfered with instruc-

B. Did you observe any incidents that led tional and classroom activities? Yes No
you to question this person’s security F. Did you observe any outstanding trait
mindedness? Yes No or characteristic that you believe

C. Did you observe any incidents which should be taken into account either in
indicated that this person has diffi- dealing with this person or in plan-
culty in getting along with others? Yes No ning his career? Yes No

D. Did you observe any incidents which Do not answer ‘yes’ unless the person
led you to believe that this person is well described by the trait. If
had an unfavorable attitude toward ‘yes’ explain fully below.

Please exp lain more fully if answer to any of the above questions is ‘vyes.’

Section III: Knowledge

Subject Centile Standing1 Instructor’s Rating2

Over-all Academic Evaluation:

L. Based on 2. Scale used: Failure, Poor, Satisfactory,
Excellent, Superior.
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